SELECTION OF CONSULTANTS

CONNECTICUT DEPARTMENT OF TRANSPORTATION




DEPARTMENT
- OF
TRANSPORTATION

CONSULTANT SELECTION STATUTES

Sec. 13b-20a. Regulations re hiring of consuitants. Section 13b-20ais repealed.
(P.A.79-53; P.A. §3-521.8.12,13.) )
Sec. 13b-20b. Definitions. As used in sections 13b-20b w0 13b-20k, inclusive:
(o) “Commisstoner” means the Commissioner of Transportation; '

(ny “Consultant” means any archilect, professional engineer, landscape architecl,
Land surveyor or accountant who is registered or licensed to practice his profession i .
accordance with the applicable provisions of the general statules, any planner or any
environmental, management or financial specialist;

f¢) “Consultant services” inciudes those professional services rendered by archi-
landscape architects, land surveyors, accountants, planners
ecialists, as well as incidental services
heir employ are authorized 1o periorm;

tects, professional engineers,
or environmental, management or financial sp
that members of such professions and those in't

(d) “Finn” means any individual, parlnership, corporation, joint venture, associa-
tion or other legal entity authorized by law to practice the profession of architecture,
jandscape architecture, engineering, land surveying, accounting, planning or environ-

menlal, management or financial specialization;
(e} “Selection panel” means the evaluation and sefection panel established under .
section 13b-20c; and
{ty “Negouation commitice” means the commitiee established under section 13-
20d. .
(P.A. 83-521, 8. 1, 13; P.A. 84-546, 5..36, 173)

History: P.A, 84-546 made technical changes in definition of
changed cditorinily by the Revisoss 1w Sec. 130-20k, since section

“consehant™; in 1999 a reference to Sec. 13b-201 was
13b-201 was repezled by PLA. 98-182.

Sec. 13b-20c. Consultant services evaluation and selection panels. There is es-
tablished within the Department of Transportation one or more consuitant services eval-
uation and selection panels which shalt consist of the following persons from within
the department: (1) Three individuals appointed by the commissioner; {2) oneindividual

* appointed by the bureau head of the burcau for which the specific project is belng per-
formed, subject to the approval of the cornmissioner; and (3) one individual appointed




- by the burcau head of any other bureau if such other bureau is requesting the specilic
consultant services and il such bureau will be responsible for the administration of the
consultant coniract, subject (¢ the approval of the commissioner.

(P.A. 83-521. 5. ;f, 13; P.A. B5-613, 5. 148, 154; PIA. 91-124, 5. 4}

History: P.A, 85.613 made tcchnical shanges, authorizing multiple pancls where previously a single panct was men-
tionzd and defering references 1o “modal” bureaus; P.A. 91-124 deleted the provision requiring that appointees of the

coinmissioner on the selection panels sérve for 2 ons-year term...,....

Sec. i3h-20d. Negotiation committees. There shall be within the Departnent of
Transportation one or more negétiation commillees cach of which shall consist of three
individuals, appointed by the commissioner from within the department, none of whom

shail be meimnbers of a selection panel.

(P.A. 83-521, 8.3, 13; July Sp. Sess. P.A, 85-1,5.12, 15}
History: July Sp. Sess. PLA. 85-1 avthorized muliiple cormnittees where previously a single cormitics was mentionsd.

Sec. 13b-20e. Prequalification of consuitants. Letters of interest {or provision
of consultant services. (a) Any consultant who desires to provide consulling services
to the deparunent in any calendar year shall be required to submit, not later than the
fHiceath day of November immediately preceding such calendar year, information con-
cerning theirqualifications as may be required by e depariment. Such consultants shall
provide the deparunent with-addilional or updated infonmation upon request by the
department. The commissioner shall by January first, annually, analyze the information
submilied and determine those consultants qualified to perfona services I arcas of
capertise established by Lhe departinent. The commissioner shall publish annually, in
accordance with the provisions of seetion 13b-20g,at any time between September [Trst
to October [irst, a notice that any person, firm: or corporation which desires to be listed
with the department as a consiltant shall submit such information as required pursuant
to this subsection to the department. Such notice shall also list the arcas of expertise
likely to be necded by the departnent during the next calendar year,

(b) Except as provided in subsection (¢) of this section, any consuliani, who has
not submitied his qualifications to the departiment, pursuant to subsection (a) of this
section, shall nol be cligible {0 perform consullant services for tie departinent. Any
prequalified consullant, who has submitted his qualifications to the department, pursuant
to subsection (a) of this section, who desires to provide consullant sérvices to the depart-
ment in response 1o a2 notice published inaccordance with the provisions ol section 13b-

20g shall submit only a letter of interest to that effect.

(¢} [Iftheprequalified fistcontains less than five consulting {irns or does not include
a consultant with.a particuldr expertise required by the department, any consultant may
submit a letier of interest 1o the department in response 10 a notice published, in accord-
ance with the provisions of section 13b-20g. The letter of interest shall szt forth the
consultant’s qualifications [or performing the specific service sought by the department,

The selection panel shall then develop a qualilied list of consultants in accordance-with-

sections 13b-20i and 13b-20j.

(P.A.83-521, 5.4, 13 P.A.'89-§52..S. LiP.A.91-i24,5.5.)

History: P.A. 89-152 inscried new Subsec, (a) re process for prequalification of consultants and designated lormier
provisions as Subsee. (b)Y PLA, 914124 in Subsec. () changed the submittal date from November thirtieth lo the [Hieenth
wnd deleted she provision requiring consultants moving inta the state ar expanding their services 1o sulymit infermation 1o
the depanisent, i Subsec. (b) added language miaking pregualification maudatory for thase consuitants desinug o provide

“services fo the department and added a new Subsee. (¢) establishing procedures for the depanment 1o obiain consultant )
when the préqualification list does not contain 2 consuitant with ihe necessary expertise or when the st containg less than

five consultants. -~




Sec. 13L-20f. ILiva uahonr.afcunsu]m:atsimvmg.miweagrcunenlsw;th depart-
ment. The performance of all consultants who bave active agreements with the depart-
ment shall be evalualed by the supervising unit within the bursau utilizing the consultant
services, at six-monti intervals and upon LOmp]eUGn of the consuliant services. Each
such evaluation shall be kept on file in lhe supervising unit and a copy filed with the

permanent selection panel.
(P.A, 83-521,5.5.13.)

- Sec. 13D-20g. Notice of need for consultants. Responses, Whenever there is a
need to engage a consultant, the commissioner shall publish a notice in approprialc
protessional magazines, professional newsletiers and newspapers indicating the general
scope of the assignment and rcqucslmg responses in accordance with subsection (b) of
seclion 13b-20e, and at Jeast once in one or more newspapers having a circulation in
cachcounty of the state. Responsesshall be received at the Department of Transportation
not fater than fourleen days after the last date on which the notice is published, unless
addilional tme is s.pu,l fically authorized by the commissioner, or not later than any
specilic date set forth in such notice. For certain specialized projects the notice may
also solicit a full work proposal in addition o the technical qualifications of a firm.

(A B3-521. 5.6, I3 LA 89152, 5. 2.)

History: PLAL 89-152 made iechpical change.

Sce. 13b-20h.  Selection panel. Responsibilities. Mectings. (a) A sclection panct
shatl be responsibie Tor the preparation of the evaluation.of interested consultants and
for the development of a tist of prospective consublants for cach specific project.

{b) Meetings of a selection panel may be called any time during normal working
hours. All motions and decisions shall require for passage the affir maiwc vole of a1 lcast
three of the members.

(¢} Asclection panelshall screenallresponses submitted in proper formfor 2 project

and shall sclect [ive consultant firms for further consideration for appoinument and award
ol a contract. If fewer than five responses are received, all responses shall be considered

as cligible for further consideration.
(P.A.83-521, 5.7, 13; P.A. 85-613, S. 50, 134; P.A. 89-152,5. 3 P.A. 61-124.5.6.)

History: PLAL 85-613 made lcchrumh.h'mgcs P.A, B9-152 madetechnical changc P.A.91-124.3n Subsec. (¢) cinng;d
the nwmber of frms the departeent shall interview for a project from seven t five,

Sec. 13b-20i.  Criferia for selection of consuliants. I making the initial review
ol responses and in all otlier steps of the seicclion process, the commissioner and the
selection panel shall be guided by the [ollowing objective criteria: :

(1) Specialized design and teehnical compelence of the consullant {inm regarding
the types ol service required;

(2) Cd.pauty and c,apabmiy of the firm o perform the work, inci luding any spu.ml-
ized services, within the tmne hmeaLmns .

(3)  Past record of performance on contracts with the state and other clients with
respect to such factors as control of costs, quality of work, conformance with program

and cooperation with chent;

(4} The volume of work performed by the [irm within e previous three years for
the Department of Transportation and the volume of work 1o be completed by such




firm, if any, with the objective of effecting an equitable distribution of conlracls among
qualified firms and of assuring thatthe interest of the publicin having available a substan-
tial number of qualified firms is protected, provided, the principle of seiection of the

most highly qualified firms is not violated; and

(5) Where a [ull work proposal process is utilized, the degree to which the consul-
tant’s proposal satis(ies the requirements of the department. <

(P.A. 83521, 5.8, 13; P.A89-152, 5. 4.)

History: P.A. 89-152 added provision in Subdiv. (4} re providing depanment with information re work tbe completed

by ftrmn for the depariment.

Sec. 13b-20j. Procedure forselection of consultants. Memorandumreapplica-
tion of evaluation criteria. {2} A sélection panel shall conduct interviews with the [ive
consultant firms selected, or if fewer than five responses are received, the panel shall
conduct interviews with all such finns and present the names of ali the consuhdm firms

responding to the commissioner.

(by A seiection panel shall proceed to furnish a list of the most gualified consultant
firms to the commissivner, or the names of all the consultant firms responding if fewer
than five respond, A panel shall prepare 2 memorandum of the selection process, indicat-
ing how the evaluation crileria were applied to determine the most qualified firms, which
shall be available to the public after execution of the contract with the selected consultant,
The commissioner shall select a consultant from among the list of [irms submitted by
a sclection pancl. Alter the commissioner has made his sclection, the names of the
consuftant {irms submitted to the commissioner shall be available to the public upon
request. The commissioner shall also preparc a memorandum of the final phase of the -
selection process, indicating how he applied the evaluation criteria to delermine the
most qualified firm. Such memorandum shzll be available to the public after execution
of the contract with the selected consultant. :

(P.A.83-521,5.9, 13; P.A-85-613, 5. 151,154; P.A. 91-124.5.7.)

History: P.A. 85-613 made 1echnical changes; P.A. 921-124 in Subsecs, (2) and (b) chaugcd the numbcr of Frms the
department shall interview for a project from seven ko five.

Sec. 13b-20k. Negotiations withselected consultants. Memorandum renegoti-
_ations. (a) Upon notification by the commissioner of his selection, the bureau head whe
will administer the contract shall noaify the consullant of his selection. The sclected
firm shall be audited if necessary prior to negottations and also during the contract life
in accordance with federal statutes, Lhe general statules and reguiations adopted pursuant
to such statutes. A member of the negotiation committee shall be present at ail such

audit meetings.

{b) Theselecled consultant shall send its fee proposal to the negotiation commintee.
The appropriate bureau of the department shall prepare a comparative {ee proposal
that shall also be submitied Lo & negotiation committee. The committec shalt complete
ncgotiations and submit appropriate data 1o the initiating bureau for the purpose of

processing an agreement.

{c) Priorto acontract being executed, the selected consultant shall execute a certifi-
cate stating that wage rates and other factual unit costs supporting the compensation are
accurate, complete and current at the lime of contracting and the consuitant firm shail
provide to the bureau responsibie for administering the project a list of individuals who
are expected to contribute to the project.




(d)  Any such contract shall contain 2 provision that the original contract price and
any additions thercto shall be adjusted 10 exclude any significant sums by which the
commissioner determines the contract price was increased due to inaccurate, § ncomplete
ornoncwrent-wage rates and other factual unit costs. All such contract adjustments shall

be made within one year following the end of the contract.

(c) Ifthe negotiation commiliee is unable o negotiate a satisfactory contract with
the firm sclected by the commissioner, at a price the commiltee determines to be fuir,
competitive and reasonable, negoliations with that [irm shall be formally terminated.
The commissioner shall select a consultant from the remaining firms on the list submiued
by the selection pane! and the procedure established under this section shall be followed.

([} Should the negotiation committee be unable to negotiate a satisfactory contract
with any of the firms selected by the panel, he panel shall select additional firms and
the procedures esiablished under section 13b-20j and this section shall be followed.

(g} Afller award of a contract under sections 13b-20b to 13b-20k, inclusive, the
negotiation commitiee shall preparc a memorandum setting forth the principal elements
of the negotiations with each firm. Such memorandum shall contain sufficient deiail to
reflect the significant considerations controlling price and other terms of the contract. -
The memorandum shalt be available to the public upon request.

(P.A. §3-521, 5. 10, 13; P.A. 85-613, 5. 152,154.)

History: P.A. 85-613 made technical change: in 1999 a reference to Sec. 135201 in Subsec

- (g} was changed editorially
by the Revisors 1o See. 13b-20K, since section 130-201 was repeated by PLA. 98-182, :

- Sec. 13b-201.  Regulations re selection of consultants. Section 135-20! is re-

pealed, effective July I, 1998, '
(P.A. 83-521,5. 11, 13; P.A. 98-182, 5. 21, 22,)

Sec. 13b-20m. Guidelines for determining reasonableness of consultant ser-
vices. In orderto promote engineering and design quality and ensure maximum commpeli-
tion by firms providing consultant services, as defined in section 13b-20b, the Secretary
of the Office of Policy and Management, in consultation with the Commissioner of
Transportation, shali establish guidelines for determining the reasonabléness and allow-
ability of various cost factors which shall include, but not be ltmited lo, salary limits,
benefits and expense reimbursement.

(P.A.96-222,5.24,41,)
History: P.A. 96-222 effective June 4, 1996.
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INTRODUCTION

In accordance with Sections 13b-20b through 13b-201 of the
Connecticut General Statutes (C.G.S.) the Connecticut Department of
Transportation (Department) has adopted procedures for obtaining
professional consulting services ({see, Secticn 13b-20a-12 through
13b-20a-25 of the Regulations of Connecticut State Agencies}.
These procedures are intended to permit the Department to select
Consultants and award contracts for various professional services
on an impartial, equitable and rational basis. .

Consistent with these procedures, the following internal
Operational Guidelines have been developed to insure the integrity
of the selection process and to better define the duties and
responsibilities of the Selection Panel{s) and the various Bureaus
of the Department. In some instances, these guidelines may be

stricter than the legislation requires.

of the Department to

It is incumbent upon all Bureaus
that will

institute appropriate measures as outlined herein,
satisfy our obligations in the hiring of Consultants.

EXEMPTTIONS

These operational guidelines only apply when the Department is
hiring Consultants. They do not apply to municipalities, transit
districts, planning agencdies, ‘etc., who are retaining consultants
directly, even though State or Federal mecnies are provided through

the Department. :

These guidelines do not include consultants as defined in:
a} OPM Statutes Sections 4-205 through 4-211,

b} DAS Statutes Sections 4a-50 through 4a-60a,
c¢) DPW Statutes Sections 4b-55 through 4b-59.

(ii)
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Sec. 1.0 ORGANIZATIOR OF CONSULTANT SERVICES EVATUATION AND
SELECTION PANELS

In accordance with C.G.S. Section 13b-20c, one or more
Consultant Services Evaluation and Selection Panels (Selection
Panels) may be established within the Department of Transportation
to evaluate, interview and furnish to the Commissicdner a list of
most qualified consulting firms for each anticipated contract for

professional services.

The Commissioner shall appoint three individuals from within
the Department to serve as members of each Selection Panel,
normally for one year terms. One additional individual, approved
by the Commissioner, shall be appointed by the Bureau head
requesting consultant services for a specific project and having
responsibility for administration of the consultant contract. One
additional individual approved by the Commissioner, may be
appointed by the Bureau head of any Bureau for which a specific
project is being administered by ancther Bureau.

The Commissioner shall designate one permanent member of each
Selection Panel to serve as Chairperson. The Selection Panel(s)
shall report directly to the Commissioner. The Commissioner may
also designate such staff as necessary to coordinate and administer
the policy and procedures of this program. This staff shall be
known as the Consultant Selection Office. In lienw of such
designation, the Selection Panel Chairperson shall be responsible
for administering all items assigned herein to the Consultant

Selecticon Office.

Sec. 2.0 ORGENIZATION OF THE CONSULTANT SELECTION OFFICE

The Consultant-Selection OGffice (CSO) shall be a unit of the
Office of the Commissioner. It shall be responsible for the
administration and execution of all procedures necessary for the
selection of professional services firms (consultants) engaged by
the Department. It shall provide the Selection Panels and the
Commissioner with all information necessary to perform their duties
in accordance with all relevant State statutes and Department
policy and procedures. It shall provide guidance to Department
staff for the initial steps and procedures in retaining

-consultants.

The staff of the CSO will act as the administrative liaison
between the Commissicner and the Selection Panel(s), coordinate all
panel activities, review schedules, act as spokesperson for the
Department with consulting f£irms, and provide the Selection
Panel(s) with all the support necessary to promote integrity,
equity and quality in the selection of consultants required by the

Department.

it




The CSO shall be the clearinghouse for the review and approval
of all legal notices and consultant notification letters. They
shall alsoc be responsible for the coordination of the annual
consultant pregqualification  process, the notification to
Disadvantaged Business Enterprise (DBE) firms on such projects.
containing DBE goal requirements and for retaining consultant past
performance evaluation summaries, volume of work information and
data, and a file on all pertinent information on each Selection

Panel review.

“Sec. 3.0 PERFORMANCE EVALUATION OF CONSULTANTS

The performance of all Consultants who have active agreements
with the Department shall be evaluated by the supervising unit
within the Bureau utilizing a consultant service at six-month
intervals -and at the completion of each project (see, C.G.S.
Section 13b-20f). For projects less than six months in duration,
at least one performance evaluation shall be prepared. Performance
evaluations shall be completed in such format and on such forms as
developed by the Department specifically for the purposes of this
evaluation. The completed and approved evaluations shall be kept
on file by the supervising unit and a copy filed with the CSO. The
Bureau will forward a copy of the Consultant Performance
Evaluations prepared by the supervising unit to the CSO prior to
January 31 and July 31 of each year. The Selection Panels shall
consider this data in the selection process for current projects.
The Selection Panel reserves the right to contact outside sources
familiar ‘with the Consultant’s work for additional input and
references, especially in the case of firms without a performance
evaluation rating in the activity being considered for assignment.

Tt will be incumbent upon the Bureau to submit a revised
Consultant Performance Evaluation to the CSC at any time if, in the
opinion of the supervising unit, the Consultant’s performance has
changed significantly (positively or-negatively) from that reported
in the previous evaluation. All Consultant Performance Evaluations
Forms shall be treated by the Selection Panel(s) and the CS0 as

strictly confidential.

exclusively, will be responsible. for

The originating Bureau, :
g to xeview their

conducting briefings with consultants wishin
-evaluations.

Sec. 4.0 RESPONSIBILITIES FOR FISCAL RECORDS

Office of Finance, Bureau of Finance and
ssembling and updating the
irements. This will
ach firm, the dollar
ts involved, and the

. The Administrator,
Administration will be responsible for a
most recent three (3) year volume of work requ
include the total deollar amount performed by e
volume of work remaining, the number of projec
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percentage that the total dellar amount performed by each firm is
to the total dollar amcunt perfermed by all firms for the most
recent three (3) year period. It is incumbent .upon each fiscal
operating office to keep accurate and up-to-date fiscal records on
each consultant and sub-contracting consultant having active,
inactive or pending contracts within their Bureau. This information
shall be made available to the CSC upon request.

Sec. 5.0 PREQUALIFICATION

Section 13b-20e of C.G.S. requires that consultant firms be
prequalified by the Department each calendar vear. The CSO shall
administer all procedures to implement the prequalification
program. A legal notice shall be published during the month of
September in various newspapers and professional trade magazines
indicating the various expertise likely to be needed by the
Department during the next calendar year. Firms must submit their
gualifications by November 15. 2Any expertise required during the
year that was not included in the legal notice shall be advertised
for separately in accerdance with C.G.S. Section 13b-20g.

The Commissioner shall, by Administrative Memorandum, appoint
a Technical Qualifications Panel to review and analyze the
consultant submittals. Prior to January first, the Technical
Qualifications Panel shall notify the Commissioner of those
consultants qualified to perform services in the areas of expertise
indicated in the legal notice. All submittals shall be retained by
the €SO and may be referred to by a Selection Panel at any time

during the selection process.

A1l consultants shall be notified by mail of the approval or
rejection of theix prequalification request. Any consultant that

is rejected may appeal the decision to the Technical Qualification

panel within the time frame indicated in the letter {normally
fourteer (14) days). =

Sec. 6.0 REQUESTS TQ_ENGAGE CONSULTANTS

Any Bureau desiring to engage the professional services of &
consultant shall obtain the written approval of the Commissioner
for such action. 2 memorandum from the Bureau head to the
Commissioner requesting the retention of a consuiting firm should
contain a description of the project, the reason for soliciting
ocutside services, a project cost estimate, t+he designated Bureau
representative to serve on the Selection Panel, the established
DBE/SBE goal requirement (if available)} and a scope of services (as
extensive as possible). The Bureau must also include the proposed
consultant notification letter or legal notice and the proposed
project evaluation rating form. Whenever feasible, the originating
unit will consclidate similar projects for a single solicitation

3




thus enabling a Selection Panel to perform multiplé, simultaneous
reviews and reduce a duplication of effort.

The CSO shall provide assistance to the originating unit in
the preparation of a request to engage a consultant.

Sec. 7.0 NOTIFICATION AND ADVERTISEMENT PROCEDURES

When a Bureau determines there is a need to reguest the
Commissioner’s approval to engage the services of a censultant, the
Bureau’s originating unit shall contact the €SO to determine if a
prequalified list is available for the required expertise.

If a pregualified 1ist is obtained from +the €SO, a

notification letter will be prepared by the Bureau and sent by mail
to each consultant on the list notifying them of the Department-’s
need, the general scope of the assignment, the information reguired
for evaluation, the submittal date deadline and any cther pertinent
information. The CSO shall review and approve the letter prior to

the mailing.

If a prequalified list is not available, a legal notice shall
be published by the Bureau in accordance with Section 13b-20e and
Section 13b-20g of the C.G.S.. The CSO shall review and approve
the notice prior to publication. 21l legal notices shall indicate
the general scope of the assignment and request technical
qualification proposals only, except for certain limited
circumstances that absclutely require the initial solicitation of
a full work scope and qualification proposal (for instance, where
federal grant funds are fixed and where the approach to providing
services is either unknown by the Bureau or is extremely variable
in nature). At a minimum, the legal notice should reguest a letter
" of interest, current Federal Standard Forms {8F) 254 and 2553, and
resumes of key personnel specific to. the advertised project.

Any requirements of the Disadvantaged Business Enterprise
Steering Committee for DBE/SBE utilization shall be ascertained by
the Bureau and included in the notification letter to prequalified
firms or advertisement if time permits. It may be necessary to
include a general statement relative to the possibility of
Tequiring DBE/SBE participation if there is insufficient lead time
for a definite finding prior to the advertisement.

S




Sec., B.0 CONSULTANT RESPONSES

Responses to the notification letters or the published legal
notices shall be received by the originating Bureau and forwarded
to the CSO within seven days of the submittal due date. The
orvglnatlng unit shall forward a memorandum to the CSO which shall
include a listing of all responding firms, all letters of interest,
any other correspondence received and a request to proceed with the
selection process. There shall be no pre-screening of the
submittals or disgqualification by the originating unit or any other
Department persoannel. No submittals shall be returned and no
additional information on the assignment shall be provided without

.prior approval by the CSO.

Sec. 9.0 RESPONSIBILITIES - CONSULTANT SELECTION PANEL. CHAIRPERSON

. The Panel Chairperson, upcn notification by the Commissioner
-of an assignment, shall coordinate a schedule for meetings and
review of the consultant submittals with the other Panel members
and the Bureau representative. If an alternate Panel member is
necessary, the Chairperson must prepare a memorandum Zfor the
Commissioner’s approval. The Chairperson shall forward the
schedule to the CSO. The CSO will forward all informaticn on file
relative to the assignment to the Chairperson and the cther Panel
members. The Panel should meet prior to the due date of the letters
of interest to thoroughly review the assignment, including, but not
limited to, the schedule, the project evaluation rating form and
the menner in which the submittals will be reviewed. The goal of
each Panel should be to complete the selection process within
thirty (30) days of receipt of the submittals. The Chairperson is
responsible to resclve any outstanding Panel issues or concerns
-and, if necessary, request assistance from the CSO. The Chairperson
may also regquest information from other scurces as necessary to
enable an evaluation of the consultant submittals in accordance
with all relevant State statutes and Department policy and

procedures.

Upon completion of the review of the consultant submittals,
the Chairperson will establish a date, time, location and format
for the interview and submit this information tc the CSO for the.
issuance of the notification letters to the firms selected for an
interview (the short list). The Chairperson shall be responsible to
meet with the panels members and any other Department staff to
develop the interview questions and the interview rating form. The
Chairperson will conduct the interview and lead the deliberations
of the Panel in formulating the most qualified 1list. At the
conclusion of the Panel’s review, the Chairperson shall prepare a
memorandum to the Commissioner in accordance with C.G.S. Secticn
13b-203 indicating the list of the most gualified firms.

2




Sec. 10.0 DUTIES AND RESPONSIBILITIES OF SELECTION PANELS

2 Selection Panel shall be responsible for the evaluation of
all properly submitted consultant proposals utilizing uniform
criteria appropriate to the nature of the proposed services. The
evaluation and selection process shall be in full compliance with
Section 13b-20h thru Sectiom 13b-20] of the C.G.S.. Fach Selection
Panel is an independent entity, responsible only to the
Commissioner. There shall be no actions taken by any officials ox
individuals, either within or ocutside the Department to attempt to
influence the impartial and independent actions of a Selection
Panel. Selecticn Panel members shall be released from their normal
Bureau assignments on an as-needed basis to fulfill their Selection
Panel obiigations. A Selection Panel shall be involved with all
proposed consultant selectiomns for professional services except in
those situations where the Commissioner deems it necessary to hire
consultants under emergency procedures. Meetings of a Selection
Panel may be called by any of its’ members at a mutually convenient
time during normal working hours. A1l motions and decisions shall
require the affirmative vote of three (3) members for passage.

A Selection Panel shall make every effort to perform its’
duties in a timely manner. A Selection Panel shall act on requesis
for consultant services in order of Departmental priority as
established by the Commissioner. In certain limited cases where
the Selecticn Panel must consider both work proposals as well as
technical qualification proposals, the Chairperson of a Selection
Panel may reguest manpowexr assistance from the affected Bureau.
Personnel designated for such work shzall be answerable only to the
Selection Panel Chairperson for the duration of their assignment.

Members of a Selection Panel shall not discuss any aspect of
the Conmsultant selection process with a consultant prior to, during
or upon conclusion of the selection process. During the submittal
period {the t+ime when a consultant may be aware of an assignment),
2 Panel member shall refer all inguiries on a particular project to
other Bureau staff for discussion with a prospective consultant.
The CS0O exclusively is responsible for discussing any aspect of the
selection process with an interested consultant during or after the
selection process. All rating forms prepared by the Panel Members
are considered strictly confidential by the Department and will
conly be shown to others under a freedom of information reguest.

Sec. 11.0 REVIEW OF CONSULTANT SUBMITTALS

The designated Selection Panel may, with the knowledge of the

Cs0, revise the project evaluation rating form submitted by Fhe
originating unit for sufficient cause. The rating criteria will
vary from project to project depending on the asgsignment.
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The rating system employed by a Selection Panel shall conform
to the mandated criteria stipulated in C.G.S. Section 13b~20i. The
rating system shall also be in compliance with all applicable
federal guidelines. The rating system for each assigmnment shall be
reviewed and approved by the CSO for consistency and uniformity in
application and conformance with the C.G.S. and Department policy
and procedures. Any gquestions or discrepancies which cannot be
resolved by the Panel and the CSO shall be submitted to the Office
of the Attorney General for advice.

The Selection Panel shall give fair and impartial
consideration to all responses received within the stipulated time
period from prospective consultants. The panel members shall meet
and review all consultant submittals. Firms which did not make a
submission in accordance with the notification letter or legal
notice may be disqualified. After the initial review of all the
submittals by the full panel, each member shall independently rate,
using the project evaluation rating form, all firms which the
Selection Panel has determined to merit further consideration. The
total score of each Panel member from the project evaluation rating
form plus the past performance evaluation rating should be totalled
for each firm under consideration. The top five firms (the short
list) as determined by the Panel shall be requested to attend a
persconal interview with the Panel. ,

If the Department is seeking the services of more than one
consultant, a minimum of four (4) firms. plus the number of
consultants required shall be selected by the Panel for an

interview,

Sec. 12.0 SELECTION PANEL INTERVIEW PROCEDURE

Upon completion of the review of the letters of interest, the
Selection Panel Chairperson shall submit the short list names to
the CS0. The CSO shall notify these firms by mail as to the time
and place for the interview, the format for such interview and. any
other pertinent information. The interview format shall be uniform
for all consulting firms for each assignment. If the Panel is
conducting interviews for more than one assignment, they may group
and interview firms for each assignment and ask a different set of
questions that are specific to each assignment. In those cases, the
Selection Panel may provide a separate list to the Commissioner for

each assignment under consideration.

At the interview, the Panel shall ask each firm a set of
predetermined gquestions which are relevant to the proposed
assignment. Based on a response, further discussion between the
firm and the Panel shall be allowed to clarify or add additiocnal
details to a response. The Chairperson shall be responsible to
ensure that each firm is given an equal opportunity to respond to
the Panel and to keep the responses within an appropriate time
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frame. The Consultant will be given a period of time at the
conclusion of the guestioning to make a statement relative to the

assignment(s).

It may be necessary to vary this procedure for a specific
assignment (such as allowing a Consultant presentation) and it will
be the responsibility of the Chairperson to follow up with the C8O

for any necessary changes.

Each panel member shall independently evaluate and rate each
consulting firm during or immediately following the interview.
Following the completion of the interviews, the panel may discuss
their conclusions and adjustments may be made by any panel member
based on these discussions. The panel may also agree to secure
additional information, based on comments from the interview, prior
to finalizing their ratings of the most qualified firms.

Sec. 13.0 SELECTION PANEL FINDINGS

Following the completion of the interviews, the Selection
Panel shall proceed to furnish a list of the most quaiified
consultant firms to the Commissioner.

The Panel Chalrperson shall prepare a memorandum indicating.
how the evaluation criteria was applied to determine the most
qualified firms. The memorandum shall include all written comments,
the interview rating forms, any additional submitted consultant
materials, the project evaluation rating forms and the letters of
interest from the finalists. This memcrandum shall be available to
the public after execution of the negotiated agreement with the

selected Consultant.

Sec. 14.0 FINAT SETECTION PROCESS

The Commissioner shall make the final selection from the list
of most gualified firms submitted by the Selection Panel. In the
process of making the final selection of the mest qualified
consultant for a speCLflc ass;gnment the Commissioner shall be
guided by the criteria set forth in C.G.S. Section 13b-20i. In
addition to the information provided by the Selection Panel, the
£80 shall furnish all the background data on the flnallsts for
review by the Commissioner. The Commissioner may regquest
additional information from other sources or individuals that he
may deem appropriate to assist him in the final selection process.

After the Commissioner has made his selection, the names of
the Consultant firms submitted shall be available to the public
upon written request. The Commissioner shall also prepare a
memcrandum of the final phase of the selection process, indicating
how he applied the evaluation criteria to determine the most
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qualified firm. This memorandum shall be available for public
inspection after execution of the negotiated agreement with the

selected ceonsultant.

Sec. 15.¢ NOTIFICA’I’;TON RESPONSIBITITIES

Upon notification by the Commissioner, the Bureau head who
will administer the contract shall notify the successful consultant
of his selection. ~-This Bureau shall also notify all other
consulting firms who respended that they were not selected.
Arrangements shall begin for the assignment meetings and
.negotiations by the Bureau representative and the Negotiations

Committee.

Sec. 16.0 MATINTENANCE AND PROTECTION OF RECORDS

Proposals of consultants selected for interview and all non—
finalists proposals received by the Department and processed by the
Selection Panel shall be returned te the CSO and all materials
shall be retained in accordance with the approved Recoxrds Retention

Schedule.

The CSO shall maintain all internal records, pre—interview
selection ratings, post-interview ratings, recommendations, and
rertinent correspondence for a minimum of four years after
finalization of the Consultant’s negotiated agreement. All rating
information shall be treated as strictly confidential. However,
firms wishing to discuss, ln.general terms, thelir initial proposals
or their interview presentation may do so through a representatlve
of the CS80. Panel members shall not meet or discuss their
evaluations with any Firm or Department personnel, other than the
Commissioner if he should so choose.

Sec. 17.0 CODE QF ETHICS

All members of the Selection Panel, both permanent and non-
permanent members and any Department personnel working with or fox
the Selection Panel shall scrupulously comply with both the letter
and the spirit of the Department’s Policy Statement No. Admin. 10.
Code of Ethics Policy and the Code of Ethics provisions contained

in the General Statutes of Connecticut.
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Sec. 18.0 EQUAL EMPLOYMENT OPPORTUNITY

Tt is the policy of the Connecticut Department of
Transportation to ensure that no person is excluded from
participation in, or denied the benefits of, or otherwise subject
to discrimination under any contract, agreement, arrangement,
program or activity, participated in, funded or sponsored by the
Department, on the grounds of race, color, national origin,
ancestiry, religicus creed, sex, age, learning or physical
disability, handicap or impairment, mental disability, handicap or
impairment, past or present history of mental disorder, mental
retardation, marital status, sexual orientation, or criminal
recoxrd. In the conduct of its work, the Selection Panel shall
adhere te policies contained in Policy No. Admin. 1, Title IIZI-
Affirmative Action (External) Policy Statement and the Egnal
Opportunity provisions in both Federal and State Statutes.




